Epitor’s Nore: This is a condensed index 
of articles which appear in Volume IV of 
Business Education Forum. A complete in- 
dex of Volume IV may be obtained by send- 
ing a stamped and self-addressed envelope 
to Hollis Guy, UBEA Executive Secretary, 
1201 Sixteenth Street, N. W., Washington 
©, 

The index, a service to members and li- 
braries, is prepared annually by Dr. Viola 
DuFrain, Southern Illinois University, Car- 
bondale. 


AUDIO-VISUAL aids 
Clerical, film list, Louise K. Reynolds, 
Feb :33 
Film selection guides, Dee:31 
Law, business, audio-visual, Marion M. 
Morozzo, Feb:33 
Office practice, introducing through use 
of slides, Sister Geraldine, D.C., Feb: 
19 
Salesmanship, film guide for the teach- 
‘ing of, William R. Blackler, Apr:30 
Sound slide film projector, aid to effee- 
tive teaching, Marguerite E. Water- 
man, Jan:33 
Suggested lesson plan illustrating use of 
projection visual aid, Francis Donald 
Litzinger, Nov:33 
Typewriting, How to show a motion pic- 
ture in classroom, Priscilla M. Moul- 
ton, Jan:13 
BASIC business 
Are you a one-fifth, a two-fifths, or a 
four-fifths teacher? Vernon A. Mus- 
selman, Oct:36 
Character training techniques, Winifred 
West, Apr:32 
Common ground — common problems, 
Warren G. Meyer, Mar:8 
Guidance in basie business education, J. 
Frank Dame, Mar:15 
Issue editors, Harold B. Gilbreth and 
Ray G. Price, Mar:7 ; 
Method for a methods course with sug- 
gestions for the classroom teacher, G. 
H. Parker, Mar:17 
Our threefold responsibility, M. Berna- 
dine Bell, Mar:32 
Place of basic business education in the 
high school curriculum, Carlos K. Hay- 
i den, Dee:32 
Resource file for basic business, William 
E. Jennings, Jan:34 
Standards in basic business education, 
Harold Leith, Nov:35 
Teaching young consumers through guid- 
ed experience, Fred T. Wilhelms, Mar: 
9 
| Their money’s worth in basie business 
education, James W. Lloyd, May:33 
What is happening to the ninth grade 
business course? Ramon P. Heimer, 
Mar:20 
What we say compared with what we do 
about basic business education, M. 
Herbert Freeman, Mar:12 
Who should teach the basie business 
subjects? Donald Beattie, Feb:34 
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Articles and Contributors 


BOOK reviews 


Service editor, Jessie Graham, Associate 
editor, Hyla Snider, Oct:40, Nov:41, 
Dee:36, Jan:40, Feb:39, Mar:38, Apr: 
39, May :37 


BOOKKEEPING and accounting 


Adjusting and closing entries are differ- 
ent, E. R. Browning, Dee:18 

All this—and bookkeeping, too! Arthur 
Blake, Jan:29 

Bookkeeping in the core curriculum, E. 
C. MeGill, Nov:31 

Developing skills in preparing classified 
financial statements, Marguerite Cald- 
well, Mar:27 

Eliminate copying in_ bookkeeping, 
Archie C. Thomas, Dee:27 

Individualizing accounting instruction, 
Kenneth Lean, Dee:9 

Integration of bookkeeping into the 
high school, E. C. MeGill, Feb:29 

Issue editors, Milton C. Olson and Fred 
C. Archer, Dee. 

Itinerant bookkeeper, Andrew J. Horn, 
Oet: 31 

Objectives in secondary school book- 
keeping courses, Ernest A. Zelliot, 
May:27 

Saber-tooth bookkeeping and account- 
ing, Hazel A. Flood, Dee:7 

Simplifying beginning bookkeeping and 
accounting, Alfred W. Flowers, Dee: 
11 

Simplifying the language of bookkeep- 
ing, Henry Owen, Apr:29 

Teaching adjusting and closing entries, 
Ples C. Masten, Dee:20 

Teaching social security taxes in book- 
keeping, H. M. Sherman, Dee:12 

Teaching special column journals, For- 
rest L. Mayer, Dee:17 

Using charts the first day in bookkeep- 
ing and aecounting, Vernon V. Payne 
and Ray Farmer, Jan:19 


BUSINESS English 


Bulletin board displays for use in teach- 
ing the business letter, Mary W. 
Webb, Jan:9 


CLERICAL, general, and office machines 


Developing the voicescription skill, Le- 
roy A. Brendel, Feb:17 

Education for general clerical positions, 
Emma K. Felter, Feb:15 

Educational assistance through the Na- 
tional Office Management Association, 
T. W. Kling, Feb:38 


Employer’s viewpoint, Catherine F. 
Boyle, Mar:29 
General clerical — essential terminal 


preparation for business graduates, 
Irene Place, Feb:12 
How much does -it cost? Hamden IL, 
Forkner, Feb:9 
How one school district solved a three 
million dollar problem, R. L. Higgin- 
botham, May:29 


Introducing office practice through use 
of slides, Sister Geraldine, D. C., Feb: 
19 

Issue editors, Gertrude Roughsedge and 
Marion M. Lamb, Feb:7 

Job analysis—its implications, Elsie Rose 
Prenn, Jan:31 

Let’s make office practice practical, 
Mary E. Connelly, Dee:29 

Office machines instruction of the pres- 
ent day, Gertrude Roughsedge, Feb:31 

Office machines workshop for teachers, 
Kenneth N. Knight and Harold How- 
ard, Nov:34 

Office practice in the Chicago Publie 
Schools, Mrs. E. C. Sidney, Oct: 33 

Voice recorder as a teaching aid in short- 
hand, Irene Place and Frank Lanham, 
Oct :32 


DISTRIBUTIVE occupations 


Film guide for the teaching of sales- 
manship, William R. Blackler, Apr:30 

Forum salesmanship savings bank, Wil- 
lard M. Thompson, Jan:37, Feb:36, 
Mar:35, April:34 

Growth of cooperative training in busi- 
ness education, William R. Blackler, 
Nov:38 

How to teach merchandise analysis, 
John W. Ernest, Apr:17 

How to teach salesmanship, R. S. 
Knouse, Apr:19 

Issue editors, William R. Blackler and 
John A. Beaumont, Apr:7 

Retail salesmanship—Do we teach them 
how? Willard M. Thompson, Jan:36 

Selected methods and techniques for dis- 
tributive occupational training for 
adults, W. Maurice Baker, Apr:9 

Selected methods and techniques for 
teaching cooperative part-time stu- 
dents, Lodie M. Clark, Apr:10 

Teaching salesmanship, Duane E. Kir- 
choff, Apr:33 

Work-experience laboratory in distribu- 
tive occupations, Warren G. Meyer, 
Apr:12 

You’ve got to tell to sell, William J. 
Josko, Oct:37 


OFFICE standards and cooperation with 


business 

Businessmen cooperate with business 
education, Theodore Yerian, May:9 

Criteria for selecting equipment for the 
business department, John E. Whit- 
craft, May:20 

Edueational assistance, Feb:38 

General clerical — essential terminal 
preparation for business graduates, 
Trene Place, Feb:12 


‘How can we effectively develop personal 


traits for employability? Margaret E. 
Flournoy, May :35 

How student organizations can contrib- 
ute to standards in business education, 
Hamden L. Forkner, May:12 

Issue editors, Erwin Keithley and Arthur 

S. Patrick, May 
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Noma studies office job requirements, IT, 
Vera V. Green, Mar:36 

Placement services can help determine 
standards, Philip B. Ashworth, May: 
17 

Production typing concepts, Esta Ross 
Stuart, Jan:27 

Some ideas on cooperative business edu- 
eation, J. Frank Dame and Donald J. 
Tate, Apr:35 

Student teacher and business standards, 
Ralph A. Masteller, Nov:39 

Value of professional relations between 
NOMA and UBEA members, H. A. 
Wichert, May:23 

What are the office standards in your 
community? Ruthetta Krause, Dee:34 

SHORTHAND 

Advisory criteria for selecting pupils for 
shorthand, Ralph P. Gallagher and 
Elizabeth N. Albert and Barbara Stry- 
ker, May:25 

Analysis of the decisions made in tran- 
scribing a letter. Glen E. Murphy, 
Mar:23 

Emerging philosophy of the teaching of 
shorthand, Helen Reynolds, Oct:11 

Establishing positive reading habits in 
shorthand, Ruth L. Larson, Feb:23 

Future shorthand teacher faces it, Vir- 
ginia Marston, Oct:27 

How to get the most out of repetitive 
shorthand, Esta Ross Stuart, Oct:13 

Issue editors, Thelma Potter Boynton 
and Ann Brewington, Oct. 

Out of class counts, too, Helen Hayes, 
Dee:23 

Recent revisions in Pitman shorthand 
materials, Sherwood Friedman, Oct :24 

Revision—a cooperative achievement, 
Ann Brewington, Oct:9 

Setting standards and measuring prog- 
ress in transcription by means of the 
ogive curve, Harry Huffman, Oct:17 

Shorthand bulletin board, Ada Immel, 
Oct:32 

Shorthand learning test, Anne Ham- 
mond, Apr:25 

Two easy steps in learning shorthand, 
Viola DuFrain, Nov:27 

Visual aid for shorthand speed, Gladys 
D. Roseoe, Dee:31 

Writing speed of Gregg shorthand sim- 
plified, Louis A. Leslie and Charles E. 
Zoubek, Oct:21 

TEACHER-EDUCATION 

Ability, interests, and attitudes of high 
school seniors, Dora F. Capwell, Jan: 
38 

Achieving professional status for busi- 
ness teachers, T. M. Stinnett, Feb:43 

Method for a methods course with sug- 
gestions for the classroom teacher, G. 
H. Parker, Mar:17 

National Association of Business Teach- 
er-Training Institutions, see Divisions 
in UBEA in Action, Nov-May:44 

Some common goals for NABTTI, Dee: 
39 

Students are people, Emma McCrary, 
Jan:25 
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TEACHING aids 

Bibliography of teaching aids in busi- 
ness education, Lewis R. Toll and Har- 
lan S. Hosler, Jan:21 

Bulletin board displays for use in teach- 
ing the business letter, Mary W. 
Webb, Jan:9 

Issue editors, Harry Q. Packer and Lewis 
R. Toll, Jan. 

Posterama tells the banking story, Har- 
lan S. Hosler and Lewis R. Toll, Mar: 
31 

Projects to supplement your teaching, 
Dean R. Malsbary, Dee:14 

Shorthand bulletin board, Ada Immel, 
Oct :32 

Suggested lesson plan illustrating use of 
projectional visual aid, Francis Don- 
ald Litzinger, Nov:33 

Using community resources secre- 
tarial practice, Eleanor Tubbs, May: 
31 

Visual aid for shorthand speed, Gladys 
D. Roscoe, Dee:31 

Voice recorder as a teaching aid in short- 
hand, Irene Place and Frank Lanham, 
Oct :32 


TESTS 

National business entrance tests, Nov: 
48, Dece:40, Jan:32 

Student’s typewriting tests, Feb:28 

Testing program advances, Cecil Puckett, 
Mar:45 

TYPEWRITING 

Basie skill for production typewriting, 
D. D. Lessenberry, Nov:9 

Building typewriting skill and _ speed, 
Stella Willins, Feb:25 

Carbon copy facts, Marion Wood, Nov: 
29 

Developing accuracy and speed concur- 
rently in beginning typewriting, Sis- 
ter Marie Edna Kennedy, O. P., Apr: 
26 

Developing production output in ad- 
vaneed typewriting, Mary E. Connel- 
ly, Nov:15 

How to get better results on production 
typewriting, S. J. Wanous, Nov:13 

How to show a motion picture in the 
typewriting classroom, Priscilla M. 
Moulton, Jan:13 

Issue editors, John L. Rowe and Dorothy 
Travis, Nov. 

Materials arrangement for improved pro- 
duction in typewriting, Helen Rey- 
nolds and Anthony Lanza, Jan:15 

Modern approach to keyboard learning, 
Leonard J. Weisberg, Oct:29 

Prevention or cure—in typing! Frances 
Doub North, Mar:25 

Production typing concepts, Esta Ross 
Stuart, Jan:27 

Standards for grading in typewriting, 
Verner L. Dotson, Nov:19 

Timed writing simplified, Sister Mary 
Anton, R.S.M., May:26 

Typewriting for the handicapped, Nina 
K. Richardson, Dee:25 

What about typewriting production? 
Frank E. Liquori, Nov:23 


... the ideas 
which promote better 


education for business 


pass through 
the covers of 

UBEA Forum 
to the teachers who 


will do the job 


Regular membership ($3) in 
the United Business Educa- 
tion Association includes 
subscription to UBEA Fo- 
rum. Professional member- 
ship ($6) includes subscrip- 
tions to UBEA Forum and 
The National Business Edu- 
cation Quarterly. Regular 
members may join one or 
more UBEA divisions by be- 
coming professional mem- 


bers. 
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